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Welcome to TRAIN, the premier learning resource for professionals who protect the public’s health. A free service of the Public Health Foundation, www train.org is
part of the newly expanded TrainingFinder Real-time Affiliate Integrated Network (TRAIN).

= Quickly find and register for many courses listed on Train.org and participating TRAIN affiliate sites,

= Track your leaming with personal online transcripts,

= Accessvaluable materials, course reviews, and discussions to improve your learning experience, and
= Stay informed ofthe latest puhlic health trainings for your area or expertise

Through this site, you can

Ifthis is your first visit, click "Register” on the left menu to create an account and start learning today!

Home Page for the hontana Public Heatth Training Institure Home Page forthe Public Heafth Foundation

FHF 2003 - Confidentiality Staterment

TRMN

A Learning Management System for Public Health

Montana Public Health Training Institute
1400 Broadway, Room C317
Helena, MT 59620-2951 i
Phone: 406-444-7072 Powered by Training@ﬂdﬂl‘

Fax: 406-444-7465

Email: tkilgore@state.mt.us
Web Site: http://mphti.state.mt.us
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Basic Information for Users

How to Launch the TRAIN Web Site

1. Type “http://montana.train.org” into the address field of your browser.

2. The resulting page will be the TRAIN Member Login screen.

NOTE: If you are a first time user, you will need to “register” by following the instructions below. If
you have previously registered as a member, enter your Member Login Name and Password then

click the “Login” button.

How to Create Your Own Learner Record

1. Go to the TRAIN site.

2. Click on “Register” which appears underneath the login on
the left hand side of the screen.

3. Fill out all the necessary information on the subsequent
pages. Required fields are indicated with a red asterisk (*).
Do not hit the “Back” button at any time during the
registration process.

4. Answer the two secret questions at the bottom of the page
with easy-to-remember, one-word answers. In the event
that you forget your password, these questions will be
posed as a security measure during the password retrieval
process. Click “Next” when finished.

5. On the resulting page, you will be asked to provide your
location, job role and additional professional information.
Please select up to 3 professional roles that best match
your job description. Some roles may require you to select
a specialization from the adjacent drop down menu. If you
select “Other,” please type your specialization in the space
provided. Click “Next” when finished.

6. On the resulting page, please select the 3 settings that best
fit your work environment. Click “Next” when finished.

7. On the resulting page, additional demographic information
will be requested. This information is not required for
registration. Click “Continue” to finish registering for TRAIN.
You are now free to enter the site.

Note: Learner information can be edited at any time following
registration.
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How to Edit Your Learner Record

1. Log on to the TRAIN site. /Wy Leaming Record
2. From the home page, click “My Account” from the “My
Learning Record” box located on the right hand side of the ¥ Wy Leaming
page. P Transeript
* Certificat
3. On the resulting page, change text and settings as needed ,czu'rs?;:me
(including your password, if desired) by clicking on either » My Account
the “Details” or “My Profile” tab.
How to Search for Courses
Search Options
1. Click on the “Course Search” tab, located in Navigation L
Tab bar at the top of the screen. e
2. On the resulting page, select the appropriate criteria for 7 H?S'm’m !
your search from the menu that appears on the left hand Fagy Tl Audionce
side of the page. P By Competency
& By Format
3. Next, either select your search variables from the list or » By Cradil Type
enter your search query in the field provided. You may * Keyword Search
select multiple variables by holding down the Control key
while making your selection. Search Options List Menu Fafsvanced Sqafch
I Search By Date
4. Click “Search” to search for your desired courses. R i
¥ Saved Search Criteria

Note: “Advanced Search” allow you to combine several criteria
in one search. For your convenience, you can also save sets of
criteria for future searches by clicking the appropriate

button on the Advanced Search page.

How to Register for Courses

1.

Locate your desired course

. . Course Details || Contacts || Registration || Reviews
either using the method e T
outlined in “How to Search Cost (US$): $6.00
for Courses” or by clicking Credit Types: 1 of CELCE,
on “Browse” to browse Hours: 1

through the list of course

selections. Course Description : (Mone)

Select the course you wish
to register by clicking on the
title of the course.

The resulting pages display additional course details.

4. To register for the course, click the “Register” button located on the “Course Details” tab or
the “Registration” tab.

5. Depending on the course, you will be allowed to immediately launch the course. Otherwise, it
may be necessary to wait for approval from the course provider or administrator, or there may

be payment or a supplemental registration procedure.
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6. To launch the course, if available, click the “Launch” button. For some courses, you will need
to select your desired course location. Location information is available as follows:

a. Either select a location from the “Your Closest Locations” listing or enter a radius of
miles that you are willing to travel to attend the course in the fields provided. Click
“Get Locations” when finished.

b. Click the “Map” button, if desired, to bring up a map of the course location

7. After selecting your course location (if applicable), click “Register.” You may then return to the
“Registration” tab to view all of the courses you are currently registered for and their session
times and locations.

8. You may view reviews of your course by clicking the “Review” tab, or view the contact
information for your course by clicking the “Contacts” button at any time before, during, or
after the registration process.

How to Launch a Course for Which You Have Already Registered

L LogontotheTRANste.  MEDTEEIT

2. From the home page, click Click on eourse title to access 3 course

“My Learning” from the “My Bioterrorism Anthrax - {In Progress) [E‘ E W
Learner Record” box located 1 ]
on the right hand side of the Diabetic Emergency- (In Progress) &] & @
page. E -« Complete A . Brchive M CWihd ram

3. On the resulting page, you
will see a listing of all the
courses for which you are
registered for.

4. To launch these courses, click on its title.

To remove a course from your active list, click on the “Completed” button. To withdraw from a
class click on the “Withdraw” button. To archive a course, to resume later, click on the
“Archive” button.

How to Add Non-TRAIN Courses to Your Course Record

1. Log on to the TRAIN site.

2. On the home page, click “Transcripts” from the “My Learner Record” box located on the right
hand side of the page.

3. On the resulting page, you will see all of the courses, which you have take listed in the
“Transcripts” table.
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Click on course title to view course recaord

o comseregsterea competeal —rormat | Score | —Crean | verned wanaraun|

YWeb-hased -
Weh Design Basics 23002003 ik 1o Training - Sl w | Serifcate of
stidy :

Public Health Cormmunity .
Preparedness for Severe Acute 9122003 avar‘ijlgtble We&setgacgr;}mrchwed 5%, CELCE: 0.4
Respiratory Syndrome (SARS)

. . : Web-hased
Anthra: Protecting and Frepaning Your g 2nonne ganons - Training - Self % | MNotAvailable
Family shidy

Non-TRAIN Courses Add

Click on course title to view course recaord

Montana's Summer Institute for Public Health B/10r2003  B/M17i2003 CO-ROM % Mone Offered: 0
4. To add non-TRAIN courses and

courses you have already taken (in
the past year) to your transcripts,

T = required fields.

click on the “Add” button located to ""‘*:
the right of the “Non-TRAIN Courses” i‘;‘n"“::‘:o"
header. et
5. On the resulting page, fill out all the Course URL:
necessary information, and click the Course Format: [ op-rom =

“Save” button.

Other Course
Format:

Course Provider
Name:™

Score:

Credit Type:™ | Mone Offered v

Amount:
Comact Name:
Contact Phone:
Contact Email:

Additional Info:

How to Post a Review

1. Log on to the TRAIN site. Courge Details Conlacts Regizlration REVEWSE
2. Locate your desired course
. . . How do vou ralé e everall guality of this course, considering ils contend,
using the steps outlined in organidtin, insiructonal methids, and uge of technalogy?

“How to Search for Courses” =/ Fom &= Gand

. Rating: 1 5tar © 2 518rs © 3 5tars © 4 Slars O 5 Slars
above. If you would like to it
review a course that you are Comarsants
currently enrolled in, you
may do so from the “My
Learning” page located in Show e [
the “My Learning Record” [Upaste ] [ Cance
box on the right side of the
TRAIN Home page.
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3. Click on the title of the course you would like to review, to display the course details. On the
resulting page, click on the “Reviews” tab and then the “Add” button.

4. Fill out the rating, comments, and title fields of the form.

NOTE: If you want your review to be posted anonymously, simply uncheck the “Show name” box.

How to Use the Resources Section

1. Log on to the TRAIN site.

2. Click the “Resources” tab in
the Navigation Bar at the top
of the screen.

3. On the resulting page, you
have several options:

Home Course Search Discussion Boards Resou
Calegories:
Err
S smallpox Document Nama

B Competency Regsources
B Course Evaluation Tools
B General

B Needs Assessment

# S0C Report {_pdf)
Biglogical and Chemical Terromsm:
Sirategic Plan for Preparedness and Response
Fecormmeandations of the COC Strategic

Flanning Warkgroup

e To locate a resource, # SDEMS PRIMER ON BIOTERRORISH

h f th Keyword Search
C OOSGI rorr_l e . [ T:§ %a"uaﬁﬁ?iu cgunlt',;i:ﬁmwll slg-;u%rr |Is pllealser
categories listed in the [ categories | et il K Sl e
menu on the left hand O Dkt W F e care, reassurance and counseling, you must hay
side of the page or use r Cescrigtion Dirty Bomb (o) _
the “Keyword Searchn (i Lesarmn rmore about the Tallout of this deadly weap

Horeglapd Cecanbe [ doct

function.
e Toread a resource document, click on the title of the document you wish to view.

4. To add a resource, click on the “Add Resource” button.

¢ On the resulting page, fill in the necessary information in the fields provided.

e Click the “HTML Mode” box to format the description with HTML.

¢ To upload a document, select the “Upload Document” button, then type the path location
of your document or click “Browse” your computer.

e To create a link to a web site, select the “URL to Browse” button, and type in the address
of the web site in the text field.

e Click the “Update” button to submit the resource for approval by the state or national
administrator.

How to Use the Discussion Boards

Training Support A New Thread

05r1 32003 1601

1. Log on to the TRAIN site.

2. Click the “Discussion
Boards” tab in the
Navigation Bar at the top of
the screen.

[+ 5= Straaming Vitleo Helpll Mabrazxa

o= Hewe Course out of Demver

Herrman Belkin

Echweand Canar Chio 05132003 1605

3. On the resulting page, you
have several options:

e Choose a topic from the
menu on the left hand side
of the screen.
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Expand a discussion by
clicking on the ‘+’ next to the
discussion thread.

Click on the title to view a
message.

Click the “Reply” button to
reply to a message.

Click on the “New Thread”
button to create a new
thread, fill in the necessary
information and click on the
“Submit” button.

Streaming Vibdeo Help!®

Author:
Date: 51 22003

I've gol a 2 hour presentation that | need to ¢
benefils of Real Media ve, Windows Mediav

: Raply | | Back 1o Threads

What to Do if You Forget Your Password

1.

2.

Go to your TRAIN Login page.
Enter your login name in the appropriate field.

Below the “Register” button, at “Forgot Password?” click |

the “CLICK HERE” link.

On the resulting page, you will be asked to respond to the |
two secret questions, which you previously answered when

registering for TRAIN.

Member Login

Login Mame:

Fassword:

Lagin

Your password will be displayed. It will not be e-mailed @

to you. Retrieving your Password

Where to Find Help

» Forgot Passwoaord? Enter
Login Mame above and

CLICK HERE

e Click the “Help” tab in the Navigation Bar at the top of the screen.
e Go to our web site at http://mphti.state.mt.us, and view our self-running Flash demos.

You will need to have the Macromedia Flash Player installed on your computer to view
the demos. You can download the Flash player free at http://www.macromedia.com/.

For additional help or information, contact:

Tulasi Kilgore, TRAIN Administrator
Montana Public Health Training Institute

1400 Broadway, Room C317

Helena, MT 59620-2951
Phone: 406-444-7072
Fax: 406-444-7465

Email: tkilgore@state.mt.us
Web site: http://mphti.state.mt.us
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